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‘ Requesting Agency 2. Division or Bureau of Requesting Agency

COMPTROLLER OF THE TREASURY LICENSE BUREAU (fw-«

NO.
i

3. Authorization Requested (Check only one of the squares below).

c - -
Dispose of present accumulation. No Establish retention schedule for re- Microfitm ond destroy originals.
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumuiation. The records will cease to retained for the periad~of time indicated. 4
to warrant retention. have value to warrant their retention after
’ the period of time indicated.
4 5. Description of Records 6. Recommendation
item | - Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relcte inclusive dotes and quantity and Board of Public

No. (cubic or linear feet). ‘Show recommended retention period.

Works.

1. | GENERAL CORRESPONDENCE

Size: B30 x 11*

Dates: 1954 - -

Quantity: 3 cubic fest

File Arrangemsnt 3 Alphabetical by nome
Ammual Accumulation: less than 1 cubic foot
Diapoaabh Amounts 1 cubic foot (estimated)

This fils contains general correspondence and records which relats
wmm«mmmmamuemmn. Correspondence
‘ is concerned chiafly with the issue of licansss and the enforcsment
of license laims, A portion of the eorrespondence is with license
inspectors and tha remainder is with various licensees. Other
matarial in the £ile consists of lists of licenses issued, informal
opinions of the attormay genoral, perscnmel records of preseant and
formar erployces, and salary data received from the Conmaissioner of

Persomel.
A+ | RECOMMERDATION: RETAIN PERNANENTLY THE OPINIONS OF THR ATTCRNEY
GEHERAL.
B. | RECOMEEDATIONs RETAIN ALL OTHER MATERIAL FOR THREE YEARS AND THEW
DESTROY.

7. Agency, Division or Bureau Representative

%f LAV S P Chief Inspector State Licenses October 16, 1958

Slgnoture ; 74 Title

Date

hedule Authonzed as Indxcoted in Col. 6 by Hall of
ecords Commission. Public Works.

Disposal Authorized as Indicated in Col. 6 by Board of

AN T /_/\

' 4 /"\ ;’/
VALY Lte ey W v S. /y =

Archivist Date -
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., HR-RM 1A I SCHEDULE 313
«11-1-88) ﬁUEST FOR RECORDS RETENTION S\ fDULE NO. 4
dell of Records ./ (Continuation Sheet) ~ PAGE
*  Commussion \ _ NO. 2,
4 5. Description of Records 6. Recommendation
; Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o {cubic or linear feet). Show recommended retention period. Works.

2, | APPLICATIONS FOR SPECIAL CIGAREITE RETAILIRS LICENSE

Size: 84" x 11*

Datess 1956-1957

Quantity:s 3 drawers (6 cubic feot)
Fils Arrangemonts KRumerical by license number i
Anmial Accurmlations Discontimed .
Disposasble Amounts 6 cubie feet )

Article 56, Section 65 of ths Annotated Code of Maryland, 1557 Bdi-
tion, requires cigarotts retailers to cblain a special retallars
licenss. Thess were cbtained directly from the license Bureau
until a 1957 amendment to the law empowcred ths various clerks of
court to issue the special retailers licemse. The Iicense Bureau,
however, still issues special wholasalerts and special vending
machine operatorts licenses,

Tho epscial retailer's application form, prepared and gubmitted
annmually, shous the type of licenss applied for, ths total licenso
feea to be psid, tho munber of locations oa which the applicont oung
and operates vending machines, the mumber of machines ocunsd, the
. spplication data, the name and addressof the firm, and the signature

of the person applying for the license., Othsr information on the
application fors reistes to the licemaing of special wholesalers
and vending machine operators, who, until 1957, submitted this form
when applying for a lissnse., Since then, their applications have
been submitted on a new form which is described elsswhers on this
schedule as Item L.

The recommendation below appliss only to special retallera' licenses)

RECOMENDATION:; TRANSFER TO THE STATE RECORD CENTER ARD RETAIN
WITIL THREE YEARS OIDj AND THEW DESTROY,

3. |SPECIAL RETAILERS!' CIDAREITE LICERSES

Siges 3" x 5*
Dates: 1956-1957
Arnmaal Accumulation: Diseontinned

File Arrangement: Alphabetical by nams of retallsr; by comty J
and alphabetical therein NS o
Disposadble Amount: 3% cubic fost C TN

Auvdit: State

|

This file consists of duplicate copies of licenses issued to special
cigarette retailers. The Bureau dissontinued issiing theso licenses
when, eccording to a 1957 amandment to the Unfair Cigarette Sales
@ | ict, cleris of court were empowered to issue them. The duplicate
licenses are no longer noeded.by the Bursan for andit purposes.

RECOGHMMERDATIONs TRANSFER TO STATE RECORD CENTER, ARD RETAIN UNTIL
RS OINs AND THEN DRSTROY.

[N H.H .
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., MR-RM 1A # SCHEDULE
(11-1-886) (‘UEST FOR RECORDS RETENTION S{\/‘DULE No. 384
dall of Records . (Continuation Sheet) w PAGE
' Commission NO. "
4 5. Description of Records 6. Recommendation
t Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o (cubic or linear feet). Show recommended retention period. Works.

ko | APPLICATIONS FOR SPECIAL WHOLSSALER'S AND VENDINO MACHINE OPERATCR!S
ICENSEs, :

+ ®

Size: 83" x 110

Dates: 1956 = =

Quantity: 1 cubic foot y

Pile Arrangement: By mmln and numerical by license number
the

Amnua) Accumulaticn: Less than # cubie foot

Audit: State

According to the provisions of Artiels 56, Sectlion 66, Annotated
Code of Maryland, 1957 BEdition, wholeselers and vending machine
operators are required to obtain special cigarette licenses. The
yearly license application was until 1957 filed on ths samo form as
that used by special eigarette retailerg. Since that date separats
application forms for wholesslera and vending machins operators
have been substituted and the use of the earlier form discontinued.
Both forms ghow the pro-rata cost of the license, the name in which
the business is to be licensed, the address, ths type of business
(corporaticon, partnership, or individual), the names end addresses
of officers or osmers, ths names and addresses of all branch loce-
tions (ofwholesaluaiorthemmaandaddmsmdmwm
. on which the applicant operates cigarette vending machines and the

mmber of machines st sach location, the applicant's signaturg, the
dats of application, and notary's signature., .

RECOMMENDATION: RETAIN POR THREE Y2ARS OR UNTIL AUDITED, WHICHEVER
15 IATER, AED THEN DESTROY.

S. | LICENSES - WHOLESALAR AND VENDIRG MACHINE OPERATOR

Size: 3 x §¢

Datess 1956 - -

Quantity: 4 cublc foot

File Arrangement: By license year

Amual Accumulation: less than % cublic foob
Audits State

Cigaretts wholosalers and vending machins operaters obtain amnual
licensss direct from tho Licenso Bureau. The Bureau retains a copy
of each license issued, the original going to the licansee.

RECOMMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY.
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.. HR-RM 1A \ R SCHEDULE
(11-1.86) (\UEST FOR RECORDS RETENTION S(/}DULE No. 334

eall of Records (Continuation Sheet) PAGE

* ' Commission No. L.
4 5. Description of Records 6. Recommendation

: Describe records accurately. Include title, form number, size of documents, of Hall of Records

tm work or activity to which the records relate, inclusive dates, and quantity and Board of Public

) (cubic or Jinear feet). Show recommended retention period. Works.

6.| CHAIN STORE LICENSE FILR
8ige: 3" x 8" envelopes

elphsd
envelopes: by ysar snd alphabaticel
therein

Anmsl Accumulstion: # cubic foot
Disposabls Amomnt: 1 cubie foob

Tha Iicenss Burzau 48 respongible for the administration of tho
Chain Store lLicengse law. Each year the Bureau queries chain storw
sompaniss conecerning the number of stores oporated, mails out to
them notices of license feas dus the countige in which individual
gtores of a chain are located, and notifiss the affected countics
of the feos dua them. Specifically, the Chain Store licenss Fils
consists of complated questionnaires or letters received from chain
store companies on which are listed the locations of stores operated

and on which the Bureau posts the license fees dua. The remainder
‘ of the fils consists of summary cerdg covering @ Seyear period show-
ing the nemo of the chain store company, the main office address,
the nuxber of stores in Baltimore and in each of the counties for
each year, the total nunber of stores for each ysar, and ths total
1icense cost. Coples of notices to comnties listing ths operstors
of chain stores, thoe address of each, the number of stores in ths
State, the nusber of stores in the county, and the total license
fo03 due are retainsd by the Purean and are considered to be part of
the Chain Store Ilcense File. The recommandations below apply to
the latters or questionnaires received, the gsummary cards, snd the

noticesd sent to the countias,

A. | RECOMMEEDATION: RETAIN QUESTIQNNAIRES AXD EOTICES FOR THREE YEARS
AND THEN DESTROY.

B. | RECOMMEEDATICGR: RETAIN SUMMARY CARDS FCR THREE YRARS AFTER IATEST
ENTRY, £ND THEH DESTROY. - o - - .

7. | DELINGUERT NOTICES (PINE TICKETS)

Size: 3" x S*

Dates: 1952 « - - -
Quantity: 3 ocubic feet

Fils Arrangemsnt: By year snd by county therein

Annual Accumulation: § cubisc foot (estimate) . s
Disposable Amomnt: 13 cubic fest J Mo nmm e N

‘ In enforcing license laws, inspectors of tha License Bursau isaus
dalinquent notices to compenies or businesses who have failed to
comply with license requirgments. HNHotices are prepared in tri
the Burean retaining a toporary eopy until ths delinquency is

;




HR-RM 1A “ 7 g SCHEDULE
11-1-80) ( \EST FOR RECORDS RETENTION S( jDULE No. 334
* gl of Records (Continuation Sheet) PAGE
Commission NO. s o
5. Description of Records 6. Recommendation

Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relate, inclusive dates, and quantity and Board of Public

o (cubic or linear feet). Show recommended retention period. Works.

8.

9e

yonoved by the paynsnt of ths proper license fee to tho clerk of
court. The clerk retains one copy and forwards the paid pink co

to the License Burean, upon receipt of whioch the temporary (blue
copy is destroysd. Rotices show ths date, the nams of ths delin-
quent party, the type of licenss required, ths amount of ths licenss
feo, the ancunt of the penalty, the clerk's fes, the total amomnt
dus, and the signature of the licenss inspectar.: The notices are
used by tho Bureau in compiling statistical information for the
printed annmual report, the notices for each county being counted and
the monsy represented by the delinquent notices totaled,

RECOMMENDATIONs RETAIN FOR ONE YBAR XN DZPARTMENTAL OFFICR; TRAMSFER
TO RECORD CENTRR FOR AR ADDITIONAL TWO YRARS AND _

, THEN DESTROY.

INSPECTORS'REPORTS '

Size: 8% x 11*

Datess 1957 ~ = '
Quantitys 3} cubic feet .

File 3 By nmonth for each

Arrangesent inepec
Anmual Acounnlaticns 23 cublio feet (estimated)

This file consists of reports which are prepared daily by license

inspectors as a suwmary of their astivities. Eaoh report shouws the
of firms and persons visited, their addressos, end, if dplin-

quent tho kind required, the anomt of ths license, the

|

RECOMMENDATIONs RETAIN FOR ONE YEAR IN DEPARTMERTAL OFFICE; TRARSFRR
TO STATE RECORD CENTER FUR TWO ADDITIONAL YRARS AND

THEN DESTROY.
INVESTIGATORS! REPORTS

Size: 84* x 11"
Dates: 1954+1957
Quantity: 1 drawer (2 eubis fest)
File Arrengemsnts Chronological
Arnual Accummlations— Discontinued

tor

Disposable Amomnts 2 ocubdc feet

—_ _
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. HR-RM 1A e SCHEDULE
a1-1-80) ‘ Q WEST FOR RECORDS RETENTION S{~ jDULE No. 334

doll of Records (Continuation Sheet) PAGE
Commission NO. €.

4 5. Description of Records 6. Recommendation
~ Describe records accurately. Include title, form number, size of documents, of Hall of Records
. work or activity to which the records relate, inclusive dates, and quantity and Board of Public

' (cubic or linear feet). Show recommended retention period. Works.

This £ilo, containing detailed reports of the results of individwal
investigations by licenss inspectors, has besn discontimaed. All
reporting s nov accomplished on the Inspectors® Reports (Item 8).

RECOMMINDATIONs TRANSFER TO STATE RECORD OEWPER; RETAIN UNTIL THREE
YEARS OID; AND THEN DESTROY,

10, | ACCOUSTING RECCRDS -

Siszes 83" x Yy»

Dates: 1953 = -

Quantity: L& cublo feet ,

File Arvangoment: By .type of record and chronological
Annual Accumilation: 1 cubie foot (estimated)
Digposable Amowmts: 3 cubdblic feet

Audits State

This item includes all standard sccownting forms used by State agen-
cleg as aupporting data to the final books of entry, the Oensral
ladgers (Unfair Cigarette Sales ledger, and the Delinquent License
1edger), and the Special Cipzoette License Journal. Ths final books
. of entry aro to be retained permanently. Specifically these support-
ing records are:

Conptroller of the Treasury

Yorm Ho.
Monorandum of Adjustment
P=l-§ Distridbution of Charges
E~1 and B~} . Transmittal
DD-1 Certificate of Dsposit and Bank Deposit Slip
R-2 (formerly Mi-2) mth]yaazrt of State Funds Collected and
Distribution of Unexpendod and Cbligated
Balances

Monthly Statemont of Balances
Purchasing Bureau (Departwent of Budzet and Procurement)

1-A Requisition for Supplies
L7-4 Purchese Order -
100=16 Cut-of-Schodule Requisition for Suppliss
39-A end L0=-A Stores Requisition }
CF=2 Copy of Contract Awarded
CF=1 Capital Fund Requisition for Equipment
100/2); Actual Fmorgency and Repairs Report
. 27-A Copy of Contract Awardsd -
CP-3 Oopy of Contract Awarded
Delivery Invoice
26-A Notice of Avard of Contract ”
gi Crodit Memorandum AN QMA/\
— Ranort. of Partisel Nelivery -
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*  HR-RM 1A

(‘f\
, (J1-1-B6) q UEST FOR RECORDS RETENTION S\;(H?DULE

SCHEDULE 3734

NO.

(Continuotion Sheet)

PAGE
NO. Te

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
ond Board of Public
Works.

_Budpet Bureau (Department of Budget snd Procuremant)

Budget Schedule Amendment Sheet
BB-1 (Rov.)Formerly EB-l and BBe2

B.P. Inve R101 Report of Fixed Assets (mml)

B.P. Inv. R102 Report of Haterisls and Supplies (annual)

B.P. Inv. 6 Materials smnd Supplice Physical Inventary (annugl)
Budget Form .

Nos. 1 thru 11 Budget Egtimates Fiscal Year
BB8-1,0 Request for Position Action

- s

Othora T

Vendorw' Invoices
Bank Deposit Slips
Bank Dagposit Receipts

Cheel Stub Books - , ,

RECOMMENDATION: RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
IS LATER, AND THEN DESTHOY.

ACOOUNTING RECORDS FUR WHIOH DISFOSAL HAS BEPN PROVIDED &Y A GERERAL
3 RETE H SCHEDULIR.

® / -

PAYROLL (Pricr to July 1, 1953). Tho agency copy of this payroll
form 13 t0 be retained for fiwe ysars or until audited, whichever is
later, and then destroyed. (Gemeral Scheduls No, G-1, Item l-d,
spproved by the Board of Public ¥arks, Jamary 11, 195L).

PAYROLL JOURNAL = The agansy copy iz to bs raetained for thres yoars
or watil audited, whichsver $3 later and then destroyed. (Gensral
Schedule No. 0«2, Item l«d, approved by the Board of Publie Works,
Jmuaryll.lSShS.

PAYROLL EXCEPTIONS, ADDITIOHS ARD DEDUCTIONS « Tha agenoy copy is to
be retained for three years or wntil audited, whichsver 1s later,
snd then destroyed. (Gensral Bcheduls Ho. G2, Item 3<b,approved
by the Board of Public Werks, Jamuary 11, 195155.

PAY WARRARTS ~ The ggenoy copy 18 to be retained for three years or
wmtil sudited, whichever is later, and then destroyed. (General
wlg;a)né, Item 3, approved by ths Board of Public Works,

f ] L ]

RECRIVING WARRANTS « The egency ¢opy iz t0 be rotained for three
yoars or until avdited, whichever is later, and then destroyed,
(General Scheduls Ho, O-L, Item 3, approved by the Board of Pub
Works, May 10, 195L).




I-J . HR-RM 1A
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PAGE
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period,

6. Recommendation
of Hall of Records
and Board of Public
Works.

12,

TRANSMITTAL FORN B-1 or B~} (Comptrollsr of the Treasury Farm) is
to ba retainad for three years or wntil avdited, whichever is later
and then destroyed., (Gensral Scheduls No, (=5, Item 3, approved
by the Board of Public Works, May 10, 195L).

MASTER AUTHCRIZATION

This State-wide form of the Commissioner of Personnel 4s the author-

fzation for entaring tho employee's name on the payroll or for
any changes in tha pay rate. It glso shows all pay dedunctions,

RECOMMENDATION: RETAIN WHIIE EMPLOYED AND FCR THREE YRARS AFTER
DATE OF SEPARATION, (R UNTIL AUDITED, WHICHEVER 19
LATER, AMD THEN DESTROY.

13.| IRAVE RECORDS

This £ils includes the fellowing recordss

leave record card - Form SEG 128-4, a standard State-wids
form, prepared enmally for eech employee

Iezve applicaticns -

Doctors! certificates

BECOMMENDATION: RETATN FOR THHER YEARS OR UNTIL AUDITED, WHICHEVER
18 IATER, AMD THEH DESTROY,

/)/\Q: Cf,

-~ ——
el ] e \




